Technical
Training
Program

Schedule of Classes

July 1, 2005 - June 30, 2006

State Personnel Board
801 Capitol Mall (MS-31)
Sacramento, CA 95814

http://www.spb.ca.gov/spbtrain



&

ramn A

Table of Contents

SELECTION ANALY ST TRAINING PROGRAM
INFORMATION

PERSONNEL ACTIONS

Writing Personnel Actions

Medical Actions

State Personnel Board Hearing Process

What You Should Know as a Skelly Officer
State Personnel Board Precedential Decisions

EQUAL EMPLOYMENT OPPORTUNITY
Diversity in the Workplace

Equal Employment Opportunity Counselor
Equal Employment Opportunity Investigator
Reasonable Accommodation

Sexual Harassment Prevention

PERSONNEL MANAGEMENT

Information PracticesAct

Exempt and CEA Return Rights

Performance Management: Strategic Planning and Performance M easurement
Permissive Reinstatement and Transfers

SELECTION MANAGEMENT

Job Analysis

Statistics Made Easy for Personnel Selection
Professional Selection & Test Validation: Concepts and Principles
Examination Planning

Supplemental Applications

Developing Interviews

Chairing Interview Examinations

Work Sample and Performance Tests
Developing and Using Written Examinations
Interpreting Item Analysis

Pass Point Setting

Scoring Models

OTHERTOPICS
Utilizing Subject Matter Experts: Harnessing the Power of SME's
Legal Selection: What isit and Why do we Need it?

21
22
23
24
25
26
27
28
29
30
31
32

33
34



Selection Analyst Training Program

The SdectionAnalyst Trainifg Program offersastate-of -the-art, comprehensiveinstructional curriculumfor
the development of selection andysts. Thisprogram providessdection andysts, whether noviceor experienced,
the opportunity toincrease and enhancetheir selection-related knowledge and skills. The courseshave been
designed to provide participantswith fundamentaly sound, legdly defensible, innovative meansof performing
selection-related work. Classesinthe program are offered as stand-al one courses, individually priced, or as
acurriculum package, priced at adiscounted rate. The Selection Analyst Training Programiscomprised of the
followingdasses

“JOB ANALY SIS ...ttt ettt n e e $250 two day class
-STATISTICSMADE EASY FOR PERSONNEL SELECTION .....ccccooiiviecieeiieens $125 oneday class
- PROFESSIONAL SELECTION & TEST VALIDATION ...occviiiieiieeiee e $125 oneday class
-EXAMINATION PLANNING ...ttt $125 oneday class
-SUPPLEMENTAL APPLICATIONS ...ttt $125 oneday class
-DEVELOPING INTERVIEWS ..ottt $125 oneday class
-CHAIRING INTERVIEW EXAMINATIONS.......ooie e $375 threeday class
-WORK SAMPLE & PERFORMANCETESTS ....oooiii e $125 oneday class
-DEVELOPING & USINGWRITTEN EXAMINATIONS.......ccooiieecee e $125 oneday class
INTERPRETINGITEM ANALY SIS ...ttt $125 oneday class
“PASSPOINT SETTING ...ttt $125 oneday class
- SCORING MODELS ...ttt st s e e e nne e $125 oneday class

The SelectionAnalyst Training Program consistsof aseriesof classesrequired to achieveaCertified Sdection
Andyst designation. Classescan becompletedinany order, however, maximum benefitswill be obtained by
taking them in the suggested order. In particular we recommend completing thefirst four beforetaking the
remaining classes. Studentswill needto completeall required classesto recaeivethe Certified SdectionAndyst
desgnation.
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How Dol Enroll?

How Dol Pay?

Wheredol go?

How can | bereached?

Publictransportation?

| nformation

Your department must submit an approved Program Registration Form, SPB-
46 (Rev 11/04 or later). Theform must be signed by an authorized training
coordinator, training officer or training manager. Theformisavailableonour
web site at www.spb.ca.gov/spbtrain. You may mail your registration to:
State Personnel Board

Technica Training Program

801 Capitol Mall (MS-31)

Sacramento, CA 95814

...or youmay fax your registration to (916) 657-2502. Telephoneregistrations
will not beaccepted and dotswill not beheldinlieu of aregistration.

Please select one of the payment options shown on the registration form.
Payment isrequested at thetime of registration. Your department's check
may bemailed withtheregigtrationformor brought to the classby the participant.
If you pay by check, pleaseensurethat you send the check with theregistration
form to Sate Personnel Board, Technical Training Program, 801 Capitol
Mall (MS-31), Sacramento, CA 95814.

You may also pay by CalCard. If your State agency has a " consolidated
contract” with SPB, you may chooseto chargethetuition to your contract.
Be suretoincludethe contract number. 1f you pay by check, please do not
select "chargeto contract” becausethe process of "charging your contract” is
internal to your department's accounting office. 1f no payment optionisse-
lected, your department will beinvoiced with a$15 surcharge for each par-

ticipant.
Technical Training Program Classesare held at the State Personnel Board,

801 Capitol Mall, Room 312, Sacramento, CA 95814. Pleasecheck inwith
the security guard inthelobby when you enter the building.

Anyonewho needsto reach youwhileyou areinatraining classmay call our
reception desk at (916) 653-1597. Youwill not beinterrupted during aclass
unlessitisan emergency.

The State Personnel Boardisonly one block from the 7th Street/Capitol Mall
and 8th Street/Capitol Mall Light Rail stations. Riding the Light Rail is
convenient, dependableand inexpensive.



Wherecan | park?

How if my registration
confirmed?

Severa parking lotsare closeto the State Personnel Board.

Newport Parks(Sutter Club Garage)
L Street between 7th and 8th Streets
All day ratesarefirst comefirst serveuntil 9:00 am.

Motor Inn City Parking (Frank FatsGar age)
L Street between 7th and 8th Streets

All day ratesarefirst comefirst serveuntil 9:00 am.

Century Parkinglnc.
Alley off 7th Street between L and Capitol Mall

Self ServiceParking (City of Sacramento)
$5all day if arriveby 8:00am.
7th Street between L Street and Capitol Mall

How will I know if | am registered for aclass? By using the SPB-46 (Rev.
11-04) registration form, youwill provide uswith thee-mail address of the
participant and the e-mail address of thetraining coordinator. Normally, we
will register you for your classwithin 24 hoursof receipt of your registration
form. Atthetimeof registration, SPB will send by e-mail aconfirmation of
enrollment to the participant witha"cc" to thetraining coordinator. If youdo
not receive an e-mail confirmation within two daysof sending your fax tothe
State Personnel Board, please call usbecauseit may mean that your fax did
not go through or thereis some other problem.

Thee-mail notificationistheonly noticeyouwill receive. Whenyou get the
confirmation, put theclasson your calendar immediately. If you do not show
up for theclass, your agency will be charged for the classanyway (see"Can|
Cancd" onthenext page).

If you haveany question about your enrollment, pleasecall us. Wewould
much rather give you theinformation you need by telephonethan haveyoufail
to show for aclassinwhichyou areenrolled. 1f youcometoaclassfor which
you arenot enrolled, you may bealowedto remain aslong as 1) thereis
gpaceavailableinthe class, and 2) you can provide an authorized training
registration (including payment) upon your arrival.



I sthere accessibility?

Can | cancel?

Can | make-up theclass?

Arethere custom classes?

What if | have a question?

The State Personnd Boardisaccessibleto participantswith disabilities. Please
specify the nature of your impairment and what is needed to accommodate
you, be specific and include your direct telephone number. The Technical
Training Programwill consult directly with you to determinewhat isnecessary
for accommodation under thetermsof theAmericanswith DisabilitiesAct.
Pleaselet usknow if youwishto bring your own reader, interpreter, or service
assgant. TheTechnica Training Programwill provideasesat for your assistant
without chargeto your department.

If you cannot attend class, you must contact your department training
coordinator either tofind asubstitute or to cancel theregistration. If asubsti-
tuteissent, the substitute need only to signin ontheclassroster inyour place.
If cancdling theclass, thetraining coordinator must FAX the Technica Training
Program notice of cancellation at least five (5) wor king daysbeforethefirst
day of thetraining class, otherwise, full tuition will bechar ged.

If you do not cancel in atimely manner nor attend the class, thefull tuition
will becharged. Toavoid ano-show status, you must attend thefirst scheduled
day of theclass.

If you are ableto attend part of aclass but unableto completeit, you may
make arrangements with the Technical Training Program to make up the
remainder of theclassat alater datefor no additiona charge. Somelimitations
apply. Contact the Technical Training Programwithin 10 working daysof the
make-up classstart dateto determineif spaceisavailable.

If there are 20 or more participantsthat need to enroll in the sameclass, the
Technical Training Program may be ableto arrangefor aspecia session at
your locationor ours. Call (916) 653-1597 for information.

If you don't find the information you need on our web site, please call usat
(916) 653-1597.



Whereto stay in the Sacramento ar ea.

Amber House

1315 22 Street

(916) 444-8085 or (800) 755-6526
BB CB NS

Best Western Sutter House
1100 H Streset

(916) 441-1314 or (800) 830-1314
CBLRRPU

CanterburyInnHotd

1900 Canterbury Road

(916) 927-3492

AL CB FD LR P R U

Capitol PlazaHoliday Inn
300J Street (Off 1-5)

(916) 446-0100 or (800) 238-8000
FD R P U

LaQuintalnn

200 Jibboom Street

(916) 448-81000r (800) 531-5900
AL DT R* P

Governor’sinn

210 RichardsBlvd. (Off I-5)
(916) 448-7224 or (800) 999-6689
AL CB DT FD P R*

Hartley House

70022 Street

(916) 447-7829 or (800) 831-5806
Fax (916) 447-1820

BB LR R*

Hawthorn Suites

321 Bercut (I-5 at RichardsBlvd.)
(916) 441-1444 or (800) 618-0714
AL CB DT FD P

Hyatt Regency

1209 L Street

(916) 443-1234 or (800) 233-1234
FD R P

Raddison Hotd

500 LeisureLane

(916) 922-2020 or (800) 333-3333
AL DT FD R P U
DoubleTreeHotd

2001 Point West Way (Business 80)
(916) 929-8855

AL FD R P

Red Lion’sSacramentolnn
1401 Arden Way (Business 80)
(916) 922-8041 or (800) 344-4321
AL FD R P
SacramentoHilton

2200 Harvard (Business 80)
(916) 922-4700 or (800) 344-4321
AL LR DT R P U
Embassy Suites

100 Capitol Mall

(916) 326-50000r (800) 362-2779
CD FD DT LR NS P R R*
Sheraton

1230 J Street

(916) 447-17000r (800) 325-3535

CB DT FD LR NS P R R* U

Sandman Motd

236 Jibboom Street

(916) 443-65150r (800) 528-1234
CB FD NS P R*

All Facilities listed offer a Sate Rate.

LEGEND
AL Airport Limousine LR
BB Bed & Breakfast NS
CB Continental Breakfast P
DT Downtown Shuttle R
(if reserved) R*
FD Facilitiesfor Disabled U

Closeto Light Rail
No Smoking

Pool

Restaurant

Close to Restaurant
Union Facility




One Day Class

Writing Personnel Actions

(Drafting Noticesof AdverseAction, Rejection, Medical, and " Without Fault" Actions)

What's the class about? The Notices of AdverseAction, Rejection During Probationary Period,
Medica Termination (Demation or Trangfer), and "Without Fault” Termination
(Demotionor Transfer) arean essentia component of the Satesdisciplinary,
rejection and other processes. These Notices must comply with legal
requirementsand directives set forth by the State Personnel Boardin policy
gatementsand precedentid decisions. Additionaly, departmentsmay choose
toinclude"sections’ and languageto provideinformation to the subject
employee. Of critical importancearethe™actsor omissions' for whichthe
employeeisbeing disciplined, rejected etc. Thisclasswill addressal of the
above, aswell asthe processes by which an employeeis served with a
Notice, thedocumentswhich must accompany aNotice, and theapplicable
timelinesfor serviceandfiling with SPB.

What'sthe classobjective?  Thisclassprovides participantswith an understanding of what isrequired
and optional for inclusioninaNotice, aswell aswhat constitutes proper
sarvice. Theresult will beadocument that islegally correct and professiond
in appearance and content.

Who should attend? Thisclassisdesigned for departmenta staff who areresponsiblefor drafting

Notices. Staff who preparethe™package” for theindividua who draftsthe
Notice, aswdl asthosewho review the Notice, may benefit fromthisclass.

Whoistheinstructor? Bruce Monfross, Senior Staff Counsel
State Personnel Board

How much isthe tuition? $125 per participant

When isthe classoffered?  December 2, 2005 8:30am.-4:30p.m.
March 2, 2006 8:30am.-4:30p.m.
June 1, 2006 8:30am.-4:30p.m.
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One Day Class

What's the class about?

What's the class obj ective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

M edical Actions

Government Code § 19253.5 sets forth the conditions under which an
appointing power may medicaly transfer, demoteor terminate, or apply for
disability retirement for, an employee who, for medical reasons, can no
longer performthedutiesof hisor her exigting position. Thiscourseexplores
the conditionsand requirements of Government Code § 19253.5. Wewill
a so discussan appointing power’ sobligationsunder theADA and FEHA
to reasonably accommodate qualified employeeswith disabilitiesand to
engageinaninteractive process, and how themedica action Satuteintersects
with the reasonabl eaccommodati on obligation and workers compensation
laws. The coursewill also review the Board's precedential decisionson
“constructivemedical termination” and the new sample* OptionsL etter”
the Disability Task Force hasdisseminated.

Theclassprovidesparticipantswith an understanding of the complex, and
sometimesconflicting, requirementsappointing powersmust addresswhen
deciding how to respond to empl oyeeswho have medical conditionsthat
may impact their ability to performtheir jobs.

Theclassisdesigned for departmental staff who regularly interact with or
meake decis ons concerning employeeswith medica conditionswho canno
longer perform the functions of their jobs. Union representatives who
represent employeeswith medical conditionsmay alsowishto attend.

Bruce Monfross, Senior Staff Counsel
State Personnel Board

and

Marguerite Seabourn, Assistant Chief Counsel
CaPERS

$125 per participant

November 16, 2005 8:30am.-4:30p.m.
May 18, 2006 8:30am.-4:30p.m.
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One Day Class

Sate Personnel Board Hearing Process

What's the class about?

What's the class objective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Thisone-day classisdesgned to provide astep-by-step overview concerning
the manner in which evidentiary hearings are conducted before Board
AdminigrativeLaw Judges. Itincudesthefollowingtopics theadminidretive
intake process; discovery issues; pre-hearing conferences, rulesfor the
conduct of hearings; opening and closing statements; rules of evidence
(including hearsay); examination of witnesses; introducing evidence; and
hearings before the Board. Note — This classwill primarily deal with
hearings concerning appeals from adverse action, rejection during
probation, non-punitive termination, medical action, discrimination,
and retaliation. It will not cover merit issue complaintsor the manner
in which hearings are conducted before Board Hearing Officers.

To provide non-attorneys (or attorneysunfamiliar with SPB proceedings),
with abas c understanding of their rolesand responsibilitieswhen acting as
alegal representativein evidentiary hearingsbeforethe Board.

Thisclassisdesigned for both department and empl oyee representatives
who arerequired to represent thelegal interestsof their respectiveclientsin
hearings beforethe Board.

Shawn Cloughesy, Administrative Law Judge
State Personnel Board

and

Bruce Monfross, Senior Staff Counsel

State Personnel Board

$125 per participant
October 6, 2005 8:30am.-4:30p.m.
April 13, 2006 8:30am.-4:30 p.m.
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One-Half Day Class

What You Should Know as a Skelly Officer

What's the class about?

What's the class objective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Severd adverseactionswhich departmentsinitiateontheir employeesrequire
that ahearing be held prior to the effective date of theaction. Thishearing
isreferred to asa" Skelly Hearing" and should be presided over by an
individual whoisfamiliar withtheresponsbilitiesof servinginthisrole, as
well aslegal and other requirementsand principlesapplicableto the State's
disciplinary, probationary period, medical and "without fault" action
processes. Thisclassaso addressestheapplication of progressivediscipline,
theroleof corrective measures, determining the appropriate penalty, the
importance of probationary reports and annual evaluations, aswell as
recognizing and addressing cultural diversity intheroleof aSkelly Officer.
Throughout the classthe State Personnel Board's precedential decisions
will becited and discussed.

Participants will learn about the "Skelly Hearing" process and the
responsibilities of thoseinvolved, aswell asthe processesand principles
leading to the necessity of initiating actionswhichresultina" Skelly Hear-
ing."

Thisclassisdesigned for staff who serve as" Skelly Officers," and those
whoareinvolvedinbriefing" Skelly Officers.”

Bruce Monfross, Senior Staff Counsel

State Personnel Board

or

Marguerite Seabourn, Assistant Chief Counsel - Litigation
CalPERS

$75 per participant

August 3, 2005 8:30am.-12:15p.m.
October 12, 2005 8:30am.-12:15p.m.
November 17, 2005 8:30am.-12:15p.m.
January 18, 2006 8:30am.-12:15p.m.
February 15, 2006 8:30am.-12:15p.m.
March 22, 2006 8:30am.-12:15p.m.
April 12,2006 8:30am.-12:15p.m.
May 17, 2006 8:30am.-12:15p.m.
June 14, 2006 8:30am.-12:15p.m.



One Day Class

State Personnel Board Precedential Decisions

What's the class about? Thisclassreviewsthe precedentia decisionsissued by the State Personnel
Board (SPB). The SPB Administrative Law Judgesare bound to follow
thesedecisionsinissuing their proposed decisionsfollowing evidentiary
hearings. The precedentia decisionscover suchtopicsasnoticeof adverse
action, Skelly rights, legal causesfor discipline, defensesto adverseaction,
evidentiary issues, back pay issues, rg ectionsduring probation, disciplin-
ary transfers, non-punitive terminations, termination of limited term
appointments, medical terminations, settlement agreements, drug testing,
attendance, violence/threatsin theworkplace, a coholism and free speech.

What'sthe classobjective?  Thisclass provides participants with an understanding of how the SPB
interpretsitslawsand rules covering the abovetopicsto provide abetter
insight into thelikely outcome of casesthat come beforethe SPB.

Who should attend? Thisclassisdesigned for employeesinvolved in drafting adverse actions
andin representing partiesat administrativelaw judge hearings.

Whoistheinstructor? BruceMonfross, Senior Staff Counsel
State Personndl Board

How much isthetuition? $125 per participant

When isthe class offered? October 15, 2004 8:30am.-4:30p.m.
January 20, 2005 8:30am. -4:30 p.m.
May 26, 2005 8:30am.-4:30p.m.
April 27,2006 8:30am.-4:30 p.m.

10
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Two Day Class

Diversity in the Workplace

What'stheclassabout?

What aretheclass
obj ectives?

Who should attend?

Whoistheinstructor?

How muchisthetuition?

When isthe class offered?

Inthistwo-day class, youwill learn how stereotypes and subconscious
prejudicesare harmful to workplace harmony and productivity. The course
will also provide basic skills for managers and staff to adapt to the
demographic changesof our workersand clientel eto assuretheworkplace
providesequal opportunity and asafe environment to culturally diverse
workers. Issues of race, gender, disability, religion, ethnicity, sexual
orientation, and nationa originwill bediscussed.

At theend of thisprogram, you will beableto:

* Recognize stereotypesasbarriersto effective communication

* Recognizecultura preferencesand communicateacrosscultures

* Recognizebehaviorsthat createfear and conflictinadiverse
workplace

* Appreciatethevaueof diversity inanorganization

* Regponsibly handlecultura conflict, over-senstivity, resentment
and accusationsof prejudice

Thiscourseisdesigned for supervisorsand managers, aswell asrank
andfilestaff.

Bob Gallegosor PriscillaSilvey, Ph.D.
Specia Consultantsfor EEO, Sexua Harassment and Diversity inthe
Workplace

$250 per participant

September 14-15, 2005 8:30am.-4:30p.m.
February 2-3, 2006 8:30am.-4:30p.m.
May 4-5, 2006 8:30am.-4:30p.m.

You may schedulethiscourseat your worksite. A one-day versonisasoavailable. If youwill guaranteea
minimum of 20 participants (30 maximum per session), call (916) 653-1597 now for moreinformation.



Two Day Class

Equal Employment Opportunity (EEO)
Counselor

What's the class about? Thisclassisdesigned to provide EEO Counsel orswith information and
practica experienceintheinformal resolution of discrimination complaints.
Specific subject areasinclude EEO law, role of the counselor, informal
complaint resol ution/remedies, conflict resolution, employeerights, cultura
barriersto complaint resol ution, and counseling reports.

What'sthe classobjective?  Participantswill learn how to conduct congtructiveinterviews, how to gather
information pertinent to specific dlegationsof discrimination, how to apply
the necessary skillsto deal with conflict to resolveacomplaintinformally,
and how to preparereportsof counseling.

Who should attend? Thisclassisdesigned for employeeswho have been or are about to be
appointed as EEO Counselorswithin their departments. EEO Officers
and supervisorsof EEO Counsel orsmay a so benefit fromthiscourse.

Who istheinstructor? Joan Allison, former Manager, State Personnel Board

How much isthe tuition? $250 per participant

When isthe class offered? TBA, Spring 2006 8:30am.-4:30p.m.

12
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Three Day Class

Equal Employment Opportunity (EEO)

What's the class about?

What'sthe class obj ective?

Who should attend?

Whoistheinstructor?

How much isthe tuition?

When isthe class offered?

| nvestigator

Thisclassisdesigned to provide class participants with information and
practical experiencein andyzing discrimination complaints, planning and
conducting investigations, collecting and anayzing evidenceand statitical
data, and preparing investigativereports.

Participantswill learnhow to effectively investigatediscrimination complaints
and prepareinvestigative reports based on relevant facts.

This class is designed for employees responsible for investigating
discrimination complaints of State employees or applicants for State
employment. EEO officersand supervisorsof EEO investigatorsmay also
benefit fromthiscourse.

Joan Allison, Manager, State Personnel Board

$375 per participant

TBA

13
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P A One Day Class

Reasonable Accommodation

What's the class about? Thisclasswill discussthelega mandatesrequired to comply with Stateand
Federa reasonable accommodation laws, including the Fair Employment
and Housing Act, the Americans with Disabilities Act of 1990; the
responsibilitiesof departmental staff in the reasonable accommodation
process, and thefundamental s of reasonable accommodation requestsand
resolutions.

What'sthe class objective?  Participantswill gain an understanding of thefundamental sof reasonable
accommodation inemployment and therolesand responsibilitiesof various
levelsof department staff in complying with State and Federal mandates
for reasonable accommodeation.

Who should attend? Reasonable Accommodation and Return to Work Coordinators and staff
who have responsibility for FEHA and reasonable accommodation
requirements.

Whoistheinstructor? Cheryl Kasai or Ed Flores,

Department of Rehabilitation

How much isthe tuition? $125 per participant
When isthe class offered? September 8, 2005 8:30am.-4:30p.m.
March 23, 2006 8:30am.-4:30p.m.

14
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One-Half Day Class

Sexual Har assment Prevention

What's the class about?

What aretheclass
obj ectives?

Thisone-half day classaddressesthe Federal and State laws prohibiting
sexud harassmentintheworkplace. Sexud harassment isdefined and actud
casesare used as examplesto reinforcelearning. Emphasisisplaced on
organizational preventive measures and methodsfor dealing with sexua
harassment incidents from the perspectives of the organization and the
individuasinvolved. Thiscoursea so addressesliability issuesand therole
of discipline. Thiscourse complieswith Government Code 12950.1 (AB
1825). Thiscourseisnot diluted with other topics. You will get asolid
coursedelivered by professional instructorswho are al so subject matter

experts.

» Definesexua harassment under both federal and Statelaw, cite
thereferencesfor each, andidentify and explainthetwo key
termsinthelaw (“unwanted” and*“ sexua”)

» Definethetwo mgjor categoriesof sexua harassment: quid pro
guo and hostile work environment

» Statethe principle applied relativeto theintent of conduct
whichisinterpreted as sexual harassment

» |dentify theresponsibilitiesof both employeesand supervisors
regarding the prevention of sexual harassment intheworkplace
with respect to both employees and non-employees

» Discussliahility issuesregarding the conduct of employeesand
non-employees

» Discussthereasonable person standard and thereasonable
woman standard

* Givenaset of scenarios, statefor each oneif it describesacase
of sexual harassment and, if so, what typeof harassmentitis

» Statewhat you should do andidentify theresourcesavailableto
you if you are 1) sexually harassed or 2) accused of sexual
harassment Discusstheinformal and formal discrimination
complaint processesand explain how they differ

» Ligatleastfiveactionsidentified by the EEOC that an employer
can doto prevent sexua harassment intheworkplace

Continued on next page....

15



Whoshould attend? Thiscourseisdesigned for supervisorsand managers, aswell asrank and

filesaff.
Whoistheinstructor? Matilda Aidam, Manager, Office of Civil Rights, State Personnel Board
or
Bob Gallegos, Special Consultant for EEO, Sexual Harassment and
WorkplaceDiversity
How much isthetuition? $75 per participant
When isthe class offer ed? August 12,2005..........ccccueee. 8:30am. - 12:00 p.m.
September 16, 2005............... 8:30am.-12:00 p.m.
September 16, 2005............... 1:00-4:30 p.m.
December 9, 2005 ................. 8:30am. -12:00 p.m.
December 9, 2005 ................. 1:00-4:30p.m.
January 10, 2006.................... 8:30am.-12:00 p.m.
February 1, 2006 ................... 8:30am.-12:00 p.m.
February 1, 2006 ................... 1:00-4:30p.m.
March 10, 1006 .........cccceeneene 8:30am.-12:00 p.m.
March 10, 2006 .........cccceeneene 1:00- 4:30 p.m.
April 14,2006........cceeerennne 8:30am.-12:00 p.m.
April 14,2006........cccevvreennens 1:00- 4:30 p.m.
June9, 2006 ........ccccceverreennne. 8:30am.-12:00 p.m.
June9, 2006 ........ccccceeereeenne 1:00-4:30 p.m.

You may schedule this course at your worksite. If you can guaran-
tee aminimum of 20 participants, we can bring this classto you at
adiscount rate plustheinstructor’stravel and per diem. Maximum
enrollment per session is30. For information, call (916) 653-1597.

16
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One Day Class

| nfor mation Practices Act (1PA)

What's the class about?

What'sthe class obj ective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Thisclasspresentsapractical approach to understanding the provisionsof
thelPA. Responsihilitiesof the department and varioussectionsof the | PA
areexplainedinlay termsincluding definition, timeframes, exemptions, con-
ditionsand accounting of disclosures, accessto records, administrativeand
civil remedies, and construction with other laws. Differencesbetweenthe
IPA and the California Public Records Act (CPRA) are reviewed.
Discussionsand exercisesfocus on approaches and solutionsto common
IPA and CPRA issues encountered by departments.

The class provides participantswith aclear understanding of departments
legal responsibilitiesunder the IPA so they may comply withtheAct. It
aso providesasummary of the CPRA.

Thisclassisdesigned for employeeswho maintain and access personal
information and for those responsiblefor administering the | PA.

TBA

$125 per participant

October 21, 2005 8:30a.m. -4:30 p.m.
April 28, 2006 8:30a.m. - 4:30 p.m.

17



&

One Day Class

Exempt and CEA Return Rights

What's the class about? This class teaches participants how to apply the mandatory rights and
permissvedigibilitiesprovided inthe Condtitution and the Civil ServiceAct
to an exempt or CEA employeethat isbeing terminated.

What'sthe class objective? At theconclusion of the class, participantswill be ableto determinean
individua'srightsand eligibilitiesat thetermination of hisor her exempt or
CEA gppointment, and explainthoserightsand digibilitiestotheindividua.

Who should attend? Thisclassisdesignedfor personnel staff responsiblefor making decisons
that determineanindividud'sright of returnfroman exempt or CEA postion
and/or drafting theletter explaining to the exempt or CEA employeehisor
her returnrightsand digihbilities.

Whoistheinstructor? ColleenKirtlan, Manager
Department of Water Resources

How much isthe tuition? $125 per participant
When isthe class offered? November 1, 2005 8:30a.m.-4:30 p.m.
May 23, 2006 8:30a.m. - 4:30 p.m.
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e Two Day Class

Performance M anagement:
Srategic Planning and Perfor mance M easur ement

What's the class about? Thistwo-day classwill providean understanding of Strategic Planning
and Performance Measurement. It will explorethecritical relationship
between Strategic Planning and Performance M easurement and how they
drive an organization?s Performance M anagement System. Participants
will review thebasi ¢ principlesof Strategic Planning and explorethe
conceptsof mission and vision, environmenta scan, SWOT analysis,
goasand objectives. They dsowill beintroduced to aPerformance
M easurement Model and the concepts of core programs, outcomes, and
measures.

What'sthe classobjective? 1. Principlesof strategic planning and itsbasic concepts
2. A performance measurement model
3. How corebusinessfunctions are determined from an agency 2smis-
sion, budget documents, legid ative mandates, and magjor activities
4. How to devel op outcomesfor core programs
5. Definitions and rel ati onshi ps between inputs, outputs, processes, and
outcomes
6. Selection of measuresfocusing on the vital few?and devel opment of
potential measuresfor identified outcomes

Who should attend? Executives, managers, supervisors, and staff assigned strategic
planning/performance measurement activities.

Whoaretheinstructors? Denzil Verardo, Pete Williams, and Jennie Verardo
How much isthetuition? $395 - includes 2 hours of consultation by theinstructor at your agency
When istheclassoffered?  March 7-8 2006 8:30am.- 4:30 p.m.
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One Day Class

Permissive Relinstatement

What's the class about?

What'sthe class obj ective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

and Transfers

This class teaches participants how to determine when a transfer or
reinstatement ispermissible. Thefocusof thetrainingisonthelegality of
the appointment and NOT salary determination. (Training on salary
determinationisoffered by the State Controller's Office.)

Thisclassprovides partici pantswith the knowledge needed to determine
whether or not apotential transfer or permissive reinstatement meetsthe
legd requirementsof the Condtitution and the Civil ServiceAct.

Thisclassisdesigned for personnel staff who areresponsiblefor making
decisonsontransfersand reinstatements.

Daphne Baldwin, Manager, State Personnel Board

$125 per participant
October 27, 2005 8:30a.m. -4:30 p.m.
April 6, 2006 8:30a.m. - 4:30 p.m.
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What's the class about?

What'sthe class obj ective?

Who should attend?

Whoaretheinstructor s?

How much isthe tuition?

When isthe class offered?

Two Day Class

Job Analysis

Job andydisisthefoundationfor many of thecritica personnd decisionsin
your organization. Thistwo-day workshop focusesonjob analysismethods
involving theidentification of critical tasksand associated knowledge, skills
and abilities(KSAS). Theresulting multi-purposejob analysisdatacan be
usedfor awidevariety of personnel activitiesincludingthedesignof training
programs, theestablishment of dassspecifications, human resourcesplanning,
and the devel opment of content valid selection procedures.

Thisclass providesparticipantswith thetheory, concepts, and methodol ogy
for conducting ajob analysisfollowing thetask analysismodel. Thisisan
interactive classthat includes group discussion and hands-on exercises.
Participants completean actua job analysisduring thetwo-day class.

Thisclassisdesigned for personnel staff involved in programssuch as
s ection, recruitment, classification, return-to-work,, and human resources

planning.

Mike Willihnganz, Manager, CPS Human Resource Services
and
Karen Coffee, Manager, State Personnel Board

$250 per participant
August 25-26, 2005 8:30am.-4:30 p.m.
January 5-6, 2006 8:30am. -4:30 p.m.

21



&

Firames: Ao

One Day Class

Statistics Made Easy for Personnel Selection

What's the class about?

What's the class obj ective?

Who should attend?

Whoistheinstructor?

How much isthe tuition?

When isthe class offered?

This one-day class is designed to provide participants with an
understanding of basic statisticsused inthe selection profession. Topics
will include: means, standard deviations, stlandard error of measurement,
correations(e.g., reliability coefficients), standard scores(e.g., z-scores
and t-scores), and linear transformation. Classcontent will be covered
using acombination of lecture, discussion, and group exercises.

Thisclassprovidesparticipantswith an understanding of theinterpretation
and computation of basic daidicsthat arecommonly usedinthesdection
profession.

Thisclassisdesigned for personnel anaysts, managers, or individuals
responsiblefor the development of employment testing and selection
programs.

Participantsare strongly encouraged to takethisclass, or a comparable
satisticsclass, prior totaking thefollowing Certified SelectionAnayst
program classes: Supplemental Applications, Developing Interviews,
Work Sampleand Performance Tests, Developing and Using Written
Exams; Interpreting Iltem Analysis; Pass Point Setting; and Scoring
Models. Thisclasswill provideathorough understanding of exam
Statistics and measurement concepts.

JmHiggins

$125 per participant

October 5, 2005 8:30am.-4:30p.m.
February 8, 2006 8:30am.-4:30p.m.

22



Firames Ao

One Day Class

Professional Selection & Test Validation:
Conceptsand Principles

What'stheclassabout?

What'stheclassobjective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Thisone-day classpresentstheAPA Standards, Federal Uniform Guidelines
on Employee Selection Procedures, ADA, EEOC and DFEH, the concepts
of vaidation, reliability, adverseimpact, reasonable accommodationinthe
exam process, and SPB ruleson examinations.

This class provides participants with the legal background and the
measurement concepts on which professiona selectionishbased.

Thisclassisdesigned for personnel analysts, managers, or individuals
responsible for the development of employment testing and selection
programs.

JmHiggins

$125 per participant

October 7, 2005 8:30am.-4:30p.m.
February 10, 2006 8:30am.-4:30p.m.
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What's the class about?

What's the class obj ective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

One Day Class

Examination Planning

Thisclass provides participants with an understanding of theissuesand
factorsto consider when planning an examination process. Anemphasis
throughout thedassisplaced onthelega and professiond issuessurrounding
examination planning.

Thisclassprovides participantswith an overview of how to effectively plan
an examination process.

Thisclassisdesigned for personnel analysts, managers, or individuals
responsible for the development of employment testing and selection
programs.

Shelley Langan, Manager, State Personnel Board

$125 per participant
October 4, 2005 8:30am.-4:30p.m.
February 28, 2006 8:30am.-4:30p.m.
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One Day Class

Supplemental Applications

What'stheclassabout?

What'stheclassobjective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Thisone-day classisdesigned to acquaint participantswith avariety of
techniqueswhich can be used to assesstraining and experience (T& E).
Advantagesand disadvantagesof T& E evauation methodswill beaddressed
aswell asissuesrdatedtordiability, validity, instrument devel opment, and
scoring of these assessment techniques. Through acombination of lecture,
discussion, and individual and group exercises, participantswill gainan
understanding of the gpproachescommonly used in evauating training and
experience.

Thisclass provides participantswith an understanding of the approaches
commonly usedin eva uating applicantstraining and experience.

Thisclassisdesigned for personnel analysts, managers, or individuals
responsible for the development of employment testing and selection
programs.

Mike Willihnganz, Manager, CPS Human Resource Services

$125 per participant
October 14, 2005 8:30am.-4:30p.m.
March 3, 2006 8:30am.-4:30p.m.
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One Day Class

Developing I nterviews

What's the class about?

What's the class obj ective?

Who should attend?

Whoistheinstructor?

How much isthe tuition?

When isthe class offered?

Thisone-day classincludesasummary of theresearch literature pertaining
totheinterview processaswell ascurrent professiond interviewing practices,
anoverview of thelegal and professional guidelinesand standardswhich
impact theinterview process, adiscussion of whentheuseof aninterview is
appropriate; an introduction to structured interviewing principles and
techniques; proceduresfor devel oping and using interview questions, bench
mark answers, and anchored rating scales; an overview of the issues
pertaining to administering interview examinations; and, srategiesfor work-
ing with subject matter expertsintheinterview process.

Thisclassprovidesparticipantswith an understanding of "best practices’
interviewing principlesand techniques, aswell asaknowledgeof interview
devel opment and administration practices.

Thisclassisdesigned for examination anaysts, managers, and individuas
respong blefor the devel opment and/or administration of employment testing
and selection programs.

Shelley Langan, Manager, State Personnel Board

$125 per participant
October 19, 2005 8:30am.-4:30p.m.
April 4, 2006 8:30am.-4:30 p.m.
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Three Day Class

Chairing Interview Examinations

What's the class about? This three-day class has just been updated to provide certification of
charpersonsfor examinaioninterview panels. In State Servicetheinterview
examination processisoftenreferred to asthe Qudification Appraisa Pand
(QAP) interview process. Topicssuchasinterview procedures, preparation
and pand orientation, panel members respongbilities, and fairnessand equa
employment opportunity arethoroughly explained and reinforced through
discussion, classexercises, and mock interviews.

What'sthe class objective? Thisclassfocuseson "best practices' interviewing techniquesand provides
participants with the knowledge and expertise necessary to conduct fair,
effectiveandlegd interview examinations. Upon successful completion of
thisclass, participantswill becertified aschairpersonshy the State Personnel
Board and will be prepared to conduct interview examinations (QAP'S).

Who should attend? Anyonehaving respons bility for chairing interview examinationsMUST
completethiscourseand be certified by an SPB-certified courseinstructor.
Additionaly, thiscourseisdesigned for examination analysts, managers,
andindividualswho areresponsiblefor the devel opment and/or adminis-
tration of employment testing and sel ection programs.

Who istheinstructor? SueMayfield or
Val Lopez or
Terri Trgjo & Regena Caton

How much isthetuition?  $375 per participant

When isthe class offered? August 9-11, 2005 8:30am.-4:30 p.m.
September 27-29, 2005 8:30am.-4:30p.m.
November 29-December 1, 2005 8:30am.-4:30p.m.
January 24-26, 2006 8:30am. -4:30 p.m.
February 21-23, 2006 8:30am.-4:30p.m.
April 18-20, 2006 8:30am.-4:30p.m.
June 6-8, 2006 8:30am.-4:30p.m.
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One Day Class

Work Sample and Performance Tests

What'stheclassabout?

What'stheclassobjective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Thisone-day classisdesigned to provide participantswith an understanding
of work sample and performancetests. Topicsto be addressed includethe
devel opment of exercisesand rating scales, assessor/rater training, andthe
practical andlogistical issuesrel ated to theadministration of work sample
and performancetests. Classcontent will be covered usingacombination
of lecture, discussion and group exercises.

Thisclassprovides participantswith an understanding of the appropriate
use of work sample and performancetests.

Thisclassisdesignedfor personnel anadystsor individua sresponsiblefor
thedevel opment of employment testing and sel ection programs.

Mike Willihnganz, Manager, CPS Human Resource Services

$125 per participant
October 28, 2005 8:30am.-4:30p.m.
April 21, 2006 8:30am.-4:30 p.m.
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One Day Class

Developing and Using Written Exams

What's the class about?

What'sthe class obj ective?

Who should attend?

Whoistheinstructor?

How much isthe tuition?

When isthe class offered?

Thisclass addressesthe concepts of examination reliability and validity;
advantagesand the cogt effectivenessof using written examinationsto assess
jobknowledgeand skills, examination planning; itemwriting principles, form,
and content issues. Through individual and group exercises, thisinteractive
coursewill provide participantswith examination itemwriting theory aswell
as practical hands-on item writing experience. It isrecommended that
you take * Interpreting Item Analysis’ with this class.

Thisclassprovidesparticipantswith theexpertise nesded to devel op multiple
choicewritten examinations.

Thisclassisdesignedfor personnel anadystsor individua sresponsiblefor
the development of employment testing and selection programs.

Mike Willihnganz, Manager, CPS Human Resource Services

$125 per participant
November 3, 2005 8:30am.-4:30p.m.
May 8, 2006 8:30am.-4:30 p.m.
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One Day Class

|nterpreting Item Analysis

What'stheclassabout? Thisone-day classexplainsthe proper useandinterpretation of itemanayss
information. Theclasswill introduce participantstoissuesand concepts
related to item discrimination, theinterpretation of item analysisdata, and
theuseof item anayssinformationtoimproveindividua test itemsaswell
as the test as awhole. It is recommended that you take “ Developing
and Using Written Exams” with this class.

What'stheclassobjective?  Thisclass provides participants with an explanation of theinformation
providedinan examination item anaysisreport.

Who should attend? Thisclassisdesigned for personnel analysts, managers, or individuals
responsible for the development of employment testing and selection
programs.

Whoistheinstructor? Mike Willihnganz, Manager, CPS Human Resource Services
$125 per participant
November 4, 2005 8:30a.m. - 4:30 p.m.

May 9, 2006 8:30a.m. -4:30 p.m.

30



&

One Day Class

Pass Point Setting

What's the class about? Thisone-day class presents participantswith alegally defensible process
which can be used to set pass pointson avariety of selection instruments.
Topicswill includethe use of exam gtatitics, the establishment of Minimal
Acceptable Competence (MAC) levels, and theinclusion of appropriate
legal considerations. Participantswill completehands-on activitiesand use
actual exam datato set pass pointsand discuss pass point setting.

Who should attend? Thisclassisdesigned for personnel analysts, managers, or individuals
respong blefor the devel opment and/or administration of employment testing
and selection programs.

Whoistheinstructor? Shelley Langan, CPS Human Resource Services

How much isthe tuition? $125 per participant

When isthe class offered? December 13, 2005 8:30am.-4:30p.m.

May 15, 2006 8:30am.-4:30p.m.
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What's the class about?

What'sthe class obj ective?

Who should attend?

Whoistheinstructor?

How much isthe tuition?

When isthe class offered?

One Day Class

Scoring M odels

Scoring modd sdeterminehow individud sdectioninsrumentswithinatota
sl ection processfit together to gppropriately assesscandidatequdifications.
Scoring model sa so establish the methodol ogy by whichindividud selection
instruments are scored and weighted. This one-day class introduces
participantsto the conceptsof scoring model sand providesadiscussion of
theissuesto consder in determining scoring model sfor selection processes.
Topicswill includeanintroduction to scoring modes, thelegd consderations
affecting the use of various scoring models, and how to determinethe
appropriate scoring model for aselection process. Through the use of
hands-on activitiesand discussions, participantswill establish scoringmodels
and utilize the scoring process to accurately determine candidate
qudifications.

Thisclass provides participants with an understanding of scoring model
concepts and an introduction to various approaches used in determining
scoring model sfor selection processes.

Thisclassisdesigned for personnel analysts, managers, or individuals
respong blefor the devel opment and/or administration of employment testing
and selection programs.

Shelley Langan, CPS Human Resource Services

$125 per participant
December 13, 2005 8:30am.-4:30p.m.
May 16, 2006 8:30am.-4:30p.m.
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One Half Day Class

Utilizing Subject Matter Experts:.
Harnessing the Power of SMEs

What's the class about?

What's the class obj ective?

Who should attend?

Whoistheinstructor?

How much isthetuition?

When isthe class offered?

Subject matter experts(SMEs) play anintegrd roleintheselection process.
Thishaf-day classwill focusontheuniqueroleof the SME inthe selection
process. Participantswill beprovided withingght and srategiesto effectively
utilizethetalentsand strengths of SMEswhile preserving theintegrity and
well-being of the selection process. Through discussion and exercises,
participantswill devel op an understanding of who SM Esareand fundamental
strategiesto utilize the strengths of SMEsin designing, developing, and
administering salection processes.

Thiscoursewill provide participantswith an understanding of therole of
SMEsin the selection process and theimpact of SM Es on the success of
the selection process.

Thiscourseisdesigned for Selection Analysts, Managers, and staff who
interact with Subject Matter Experts (SMES) in the course of designing,
devel oping, and admini stering sel ection processes.

Shelley Langan, Cooperative Personnel Services

$75 per participant

February 7, 2006 8:30am.-12:15p.m.
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One Half Day Class

L egal Selection: What isit and
Why do we Need it?

What's the class about? A myriad of legal requirements and professional standards govern the
assessment profession. Thishalf-day classwill provide attendeeswith an
understanding of Stateand Federal law, relevant caselaw, and professional
guidelinesand standardsthat impact selection programs.

What'sthe class objective?  Thishaf-day class provides participantswith an understanding of thelegal
requirements and professional standardswith which selection programs
must comply.

Who should attend? Thisclassisdesigned for personnel officers, exam managers, personnel
anaysts, and individua sresponsiblefor the devel opment of employment
testsand/or the management of selection programs.

Who istheinstructor? JmHiggins

How much isthetuition? $75 per participant

When istheclassoffered?  May 16, 2006 8:30am.-12:15p.m.
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